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RECORDS RETENTION AND DISPOSAL SCHEDULE 

AGENCY Department of Public Works for A.A. Co. 01 VISION Financial Srvs 
Item No. ! Oascntreon 3etentien 

1. Agreements 
This series includes support for the "agreements" which 
the Utility Bureau had entered into with other localities 

Accounting/Audit Records 
Reports of audits conducted 
Purchasing information and support 
Internally generated financial reports 
Expense reports 
Support for annual inventory 
Original material pertaining to accounting funds within 

the department 

Budget File 
These files consist of information and directives in 
support of annual budget requests. 

General Correspondence 
These are arranged by subject and consist of incoming 
letters, memorandum, and information related to the 
administration of the department. 

Payroll Time &. Attendance Records 
These records consist of computer printouts of payroll 
| entries with the County1 s automated system and also hard 
copies of time and attendance records. Federal audits 
could be conducted (FSLA) which increase retention 
period to at least three years. 

Allocation Records 

Retain Until Expiration 
Date then Destroy 

Retain 5 Years then 
Destroy 

Retain 5 Years then 
Destroy 

Retain 5 Years then 
Destroy 

Retain 3 Years then 
Destroy 

These contain information on the purchase of water and 
wastewater allocations by developers. 

Retain until 
Development Cycle is 
Completed then Destroi 

Scftacuie Aosrevaa oy 
Recorcs Manaoemeni Officer, 

ScROOUM AODRJVM Oy 
Chief Administrative Officer 

•ata 

Scheouie Aoorovea ov 
Agency , or Division fieoresematrve 

Scheouie Aoorovea by 
State Arcnwin 

DEC 2 Q W94 
Signature Dace Signature 



•j INSTRUCTIONS - TCPF nR POiwr i « P » R A T F FOHU FOR FACH NEW 

REVISED RECORD SERIES. FORWARD WITH RECORDS R 1 - 'TON 
SCHEOUiJE (DCS SSO-1) 

DEPARTMENT OF G E N E R A L SERVICES | A G E N C Y H t L U r i u a i n v e n t u r n | 

RECORDS M A N A G E M E N T DIVISION | 

7771 WATERLOO RCAO R 

PO B n » m . . ? « U P UARYtANn MT34 j PaOB 1 Of ° 

1. OEPARTHENT/AGENCY 

Public Works 
2. DIVISION 

Financial Services 
3. UNIT 

DEFINITION • Recordt SMIM • A grouo of rMtttd ricord* normally flltd ind ui*d •* i unit (or rtfaiinc* t i w « t tt rcttntion and dltoetition puipottt. 

4. RECORD SERIES TITLE 

Agreements 
5. EARUEST YEAR / LATETEST YEAR 

1935 TO FY 94 

6. RECORD SERIES DESCRIPTION ( Briefly oescrse me types of information/oPairnerits.1cnTts found in the Series incuoe me ourpcse or funcion of the Senesi 

The Utilities Bureau enters into "agreements" with developers and also with other 
counties, groups or organizations. These agreements define certain, arrangements such 
as the purchase of water from Baltimore City. These records/files are retained for 
reference in the event a disagreement occurs between the County and the other 
party. 

7. RECORD SERIES FORMATS} 

Q Letter Size • Microfilm 

9[ Legal Size • Computer face 

• Sound BOOK • Roopy Ots* 

• Audu Taoe a Video Tape 

• Clher (Soeary) 

B. RECORD SERIES SEQUENCE 

X) Atohaoetcal 

• Numerical 

O Chronological 

• Geogracnieal 

a Other (Soeary) 

9. VOLUME 
OC File Oraweris) 
• Microfilm Reel (s) 
a Comouter Taoe is) 
• Other (Specify) 

Numoer 

10. ANNUAL ACCUMULATION 
£ Re Drawer (s) 
• Microfrlm Reel (s) 
• Com outer Taoets) 
a Other (Speary) 

_ J 
Numoer 

11. FILE IS USED 

3 Dartr • WeeKly & Monthly 

12. FILE BECOMES INACTIVE AFTER 

Is Never Inactive 
Numoer 

Montms) Year(s) 

13. CURRENT LOCATION(S) (Bldg., Row. Soomj 

Heritage Office Complex 
2662 Riva Road, 4th Floor 
M S 74m 

14. IS RECORD SERIES DUPUCATED ELSEWHERE? (If yes. soeaiy agency or office) 

a Yes 16 No 

15. ACCESS RESTRICTIONS (If yes. ate laws) S regulation !̂ 

0 Yes (X No 

16. AUDIT REQUIREMENTS 

X None • State • Federal a Inoeoenaem 

17. IS AN INDEX SYSTEM USED? (If yes. ewam onefly ana 
aesase any naroware/sortwarei 

a Ye X* No 

18. RECOMMENDED RETENTION 

Retain indefinitely 

19. NAME AND TITLE OF PREPARER 

Connie Ahlquist, Financial Analyst 
20. TELEPHONE NUMBER 

(410) 222-7588 
21. DATE 

May 20, 1994 



P.O. BOX 275 • .ESSUP. MARYLAND 20754 Paaa 2 at 8 j 

1. QEPARTMEMTIAGENCT 

Public Works 
1 DIVISION 

Financial Services 
UNIT 

DEFINITION - Records S t r t M • A grouo of ritittd rieardi nomilly filed ind U I M i t i unit far r«f*rtnc* i t w«il i t retention ind dltaaiitien aurpoim. 

4. RECORD SERIES TITLE 

Accounting/Audit 
5. EARUEST YEAR / LATETE5T YEAR 

FY 89 T O FY 94 

S. RECORD SERIES DESCRIPTION ( Briefly aescroe trie types of .nformanarvooaimefuvtcrms fauna m me Series, ir.cuoe me ourocse or tunaion of me Senesi 

Files contain purchasing information, expense reports, financial statements, and 
internally generated financial reports. These are necessary as to' the ongoing 
business of this division. 

7. RECORD SERIES FORM AT (SI 

• later See • Ucronim 

H Leaai See a Commas race 

• 3ouna BOCK • Flacoy Osk 

a Auao Taoe • Video Taoe 

• Cher tSoeafv) 

8. RECORO SERIES SEQUENCE 

>& AJohaoeucai 

a Numenea 

• Chronaoqica 

a Geograonicai 

a CUier (Soeaiy) 

9. VOLUME 

K Pile Orawwis) 
• Microfilm Reet (s) 
• Comouter taoe is) 
a Other tSoeary) 

Numoer 

10. ANNUAL ACCUMULATION 
rX File Drawer is) 
• Microfilm Reel (s) 
• Comouier facets) 
a Oiher (Speary) 

Numoer 

11. FILE IS USED 

3 Oamr 3< We • Montnf* 

1Z FILE BECCilES INACTIVE AFTER 

S 
Numoer 

3 Montmsl )p Yeansl 

13. CURRENT LOCATIONIS) rE!da.. Fioor. Roomi 
Heritage Office Complex 
2662 Riva Road, 4th Floor MS 7403 

14. IS RECORD SERIES DUPUCATED ELSEWHERE? (II yes. soeaiy agenor or crTicel 

• Yes yp No 

15. ACCESS RESTRICTIONS (II yes. ete tawisi & reguauontsl 

c Yes H. No 

16. AUDIT REQUIREMENTS 

•a None 3 Slate 2 reoera l c Inocoenoem 

17. IS AN INDEX SYSTEM USED? (If yes. emam onetly ana 
aescrce am naroware/sonwarei 

a Yes XJ No 

18. RECOMMENDED RETENTION 

5 Years 

19. NAME AND TITLE OF PREPARER 

Ccmifi Ahlqiist, Financial Analyst 
31. TELEPHONE NUMBER 

(410) 222-7588 
21. DATE 

Mav 20, 1394 



INSTRUCTIONS - TYPP OR PQIMr 1 «P»U>TF FORM FOR EACH NEW 
REVISED RECORD SERIES. FORWARD WITH RECORDS Rr" 'TION 
SCHEDUli (DCS SU.1) 

DEPARTMENT O F GENERAL SERVICES 1 
RECORDS MANAGEMENT OIV.SiCN 

AGENCY HfcUUKUO i n « u i i urv i | INSTRUCTIONS - TYPP OR PQIMr 1 «P»U>TF FORM FOR EACH NEW 
REVISED RECORD SERIES. FORWARD WITH RECORDS Rr" 'TION 
SCHEDUli (DCS SU.1) 7771 WAlESLCC <?CA0 

P.O. SOX 275 • .ESSUP. MARYLAND 23754 Paaa 3 Of 8 

1. DEPARTHEHT/AGENCY 2. DIVISION 3. UNIT 

Public Works Financial Services 

DEFINITION . Record! S«rtt» • A grouo o( rttiud rtcordi normally (ll*d and u t M 11 i unit (or rtrtrtnci i t w«tl tt rtuntton and dltootttfon purpoin. 

4. RECORD SERIES TITLE 

Budget 
5. EARLIEST YEAR / LATETEST YEAR 

FY 91 T O FY 95 

(. RECORD SERIES DESCRIPTION ( Bnttrv oescrse tne type of infoimatiorycowmerrts/icrms touna in me Senes incuoe me ourpcse or function of me Senesi 

Budget files consist of information supporting our annual operating budget requests. 

RECORD SERIES FORMAT'S) 

• LenerSee • Microfilm 

H Legal Sue • Comouter Taoe 

• Sound BOCK • Fleecy Disk 
a Auao Taoe • Video Taoe 

a Cher (Soeanr) 

3. RECORD SERIES SEQUENCE 

>& Abhaoeucai 

a Numerical 

• Chronoiocicai 

• Geooraorucai 

n Other iSceorvl 

9. VOLUME 
K Re Oraweris) 
a Miaoritm Reei (s) 
• Comouier Taoe tsl 
o Other tSpeary) 

5 
Numoer 

10, ANNUAL ACCUMULATION 
)6C Re 0 rawer (s) 
a Microfilm Reel Is) 
a Comouier Taoets) 
a Olher (Speary) 

Numoer 

11. FILE IS USED 

3 DaAr • Weary Montnly 

12. FILE BECOMES INACTIVE AFTER 

5 a Montms) H Yeartsl 
Numoer 

13. CURRENT LOCATtONIS) (Bida.. Poor. Roomi 
Heritage Office Complex 
2662 Riva Road, 4th Floor 
MS 7403 

14. IS RECORD SERIES OUPUCATED ELSEWHERE? (If yes. soeary agency or crfice) 

a Yes • No 

15. ACCESS RESTRICTIONS (If yes. ate lawisi & regutainntsl 

a Yes H. No 

18. AUDIT REQU1RBTENTS 

X None a State a Peoerai • Inoeoenueni 

17. IS AN INOEX SYSTEM USE01 (If yes. exsam onetty ano 
uesuue am rtarowarersortwarei 

a Yes 1C No 

18. RECOMMEH0ED RETENTION 

5 Years 

19. NAME AND TITLE OF PREPARER 

Cbmie MLquist, Financial Analyst 
29. TELEPHONE NUMBER 

(410) 222-7588 
K. DATE 

May 20, 1394 



on am ->n.-jmiip u A R Y i i w n im-^ Paaa q Of o 

1. DEPARTMENT/AGENCY 

Public Works 
1 OMSION 

Financial Services 
1 UNIT 

DEFINITION • Rocordi S i r t n • A grouo of rditid records normiily flltd ind ueea 11 a unit for reference i t watl i t retention and dl iDoeitton p u r p o s e * . 

4. RECORD SERIES TITLE 

General Correspondence 
5. EARUEST TEAR / LATETEST YEAR 

FY 89 TO FY 94 

(. RECORD SERIES DESCRIPTION ( Briefly oeserse tie types of iniormaiion/oocuments/tomis fauna in me Series mcuae tne purpose or Junction of the Senesi 

7. RECORD SERIES FORMATfS) 

a letter See • Microfitm 

3 Legal Sne • Comouter Taoe 

c Sound Bcox • Rocoy Otsk 

• Aucio Taoe • Video Taoe 

Q Clner (Soearv) 

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER 

5 
z Cany ^ Weetty • Montnty 3 Montnts) > K Yeartsi ^ Weetty 

Numoer 

RECORD SERIES SEQUENCE 

& Abhaoatcai 

• Numerical 

• Chroroooicai 

• Geograoncai 

a Other (Soeaiy) 

9. VOLUME 
S Pile Qrawerisl 
• Mietomm Reel (s) 
• Comouer Taoe is) 
a Oiher (Speary) 

Numoer 

10. ANNUAL ACCUMULATION 
& Pile Drawer (5) 
• Microfitm Reel (s) 
a Comouter Taoetsl 
• Oiher (Specify) 

Numoer 

13. CURRENT LOCATIONIS) (Bids,. Foot. Roomi 
Heritage Office Complex 
2662 Riva Road, 4th Floor 
MS 7403 

14. IS RECORD SERIES OUPUCATED ELSEWHERE? (If yes. soeaiy agency cr orficel 

3 Yes No 

15. ACCESS RESTRICTIONS (If yes. ate iaw<s) & regulations) 

3 Yes H. No 

16. AUOIT REQUIREMENTS 

i5 None 3 State • Feoeral • Inaeoenoent 

17. IS AN INDEX SYSTEM USED? (It yes. exsam cneily and 
am naroware/sonwarei 

3 Ye » No 

18. RECOMMENDED RETENTION 

5 Years 

19. NAME AND TITLE OF PREPARER 

Ccmie Ahlquist, Financial Analyst 
29. TELEPHONE NUMBER 

(410) 222-7588 
TL DATE 

Mav 20, 1394 



O K S - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 
RECORD SERIES. FORWARD WITH RECORDS R' TION 

i (TOGS 550-1) 

DEPARTMENT OF GENERAL SERVICES I AGENCY RECORDS INVENTORY 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO *CA0 i q R 
on ani in. I ^ S I I P uAHviAwn irtru Paaa -> Of 0 

1. OEPARTHEHT'AGENCY 

Public Works 
i orvisiON 

Financial Services 
1 UNIT 

DEFINITION • Rtcordi Stfltt • A group of rtltttd r t c o r d i normally (lltd i n d uttd >• t unit (er n f t r t n c t » wait 11 rtttnden and d l i o o t i d o a ourooto*. 

4. RECORD SERIES TITLE 

Payroll - Time and Attendance 
5. EARUEST YEAR / LATETEST YEAR 

FY 91 TO FY 94 

S. RECORD SERIES DESCRIPTION ( Briefly aescrse me types of informatiorvooarmernirtcrms touna in tne Series Inouae tne purpose or function of me Senesi 

Records contain copies of computer print-outs of payroll entries into the County 
automated system, and hard copies of time and attendance sheets (FSLA). 

7. RECORD SERIES FORMATfS) 

• Letter Sae • Mcrcntm 

CX Legal Size • Comouter Taoe 

• S a m BOCK • Floccy OisJc 

a Audio Tax a Video Taoe 

O Other (Soeavl 

B. RECORD SERIES SEQUENCE 

H Ajpnaoeucal 

a Numenca 

• ChranoioQKai 

• GeosraDTacai 

Q Other (So«ar»l 

9. VOLUME 
• File Orawens) 
a Mioonim Red is) 
• Comouier Taoe is) 

*a Other (Soeary) 

1 Box 
Numoer 

10. ANNUAL ACCUMULATION 
• File Orawer ts) 
• Miaofitm Reel Is) 
a Comouter Taoets) 
a Other (Soeary) 

Numoer 

11. FILE IS USED 

2 Dairy & Weexiy • Mommy 

12. FILE BECOMES INACTIVE AFTER 

1 a Momnisl 101 Yeans) 

Numoer 

13. CURRENT LOCATIONIS) (BIdg.. Boor, Room 

Heritage Office Complex 
2662 Riva Road, MS 7403 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. soeary agency or office) 

a Yes a No 

Some in Payroll 
15. ACCESS RESTRICTIONS (tl yes. ate tawts) & reguauoms) 

2 Yes • No 

16. AUDIT REQUIREMENTS 

a None a State K Federal • Indeoenaeffl 

17. IS AN INDEX SYSTEM USED? (If yes. exnan onerty ana 
cescTBe any naroware/sortwarei 

C Yes 3 No 

18. RECOMMENDED RETENTION 

3 Years 

19. NAME ANO TITLE OF PREPARER 

G t r n i e Ahlguist, FinarrriaV Analyst 
20. TELEPHONE NUMBER 

(410) 222-7588 
21 DATE 



INSTRUCTIONS - TYf 6 OR PRINT A SEPARATE FOSU FOR EACH NEW 
REVISED RECORD SERIES. FORWARD WITH RECORDS TNTtON 
SCHEDULE (DGS SSO-t) 

DEPARTMENT OF GENERAL SERVICES j 
RECORDS MANAGEMENT DIVISION 

777! WATERLOO SCAD 

P.O. BOX 275 • JeSSUP. MARYLAND 20734 

AGENCY RECCROS INVENTORY 

Pane 6 Of 8 

1. DEPARTMENT/AGENCY 

PUBLIC WORKS 
i orvisiON 

FINANCIAL SERVICES 
1 UNIT 

DEFINITION . Records StrtM • A grouo of rtltttd rtcerdt normally filed ind uted i t a unit for rtftrenea at wall at retention and dlaooaitloa D u r o o o m . 

4. RECORD SERIES TTTLE 

ALLOCATION RECORDS 

5. (UAHdUffirHfiraUTETEST YEAR 

-0 FY 95 

5. RECORD SERIES DESCRIPTION ( Bnefhr aeserse ifie types of rionriaion/cocumemylorais touna in tne Series. Inauae me purpose or function of the Senesi 

The Utilities Bureau enters into "agreements" with developers regarding the sale 
of water/wastewater capacity. These records/files are retained as they are the 
primary source of information as to the number of units (EDU's) to be sold and 
the financial arrangement. 

7. RECORD SERIES FORMATfS) 

• Letter See • Microfilm 

XX Legal See • Comouter Taoe 

• Soum BOOK a Fleecy Oisk 

a Auda Taoe • Video Taoe 

• Other t Soearv l 

8. RECORO SERIES SEQUENCE 

XM AJohaoeuBs 

• Numenca 

• Chroraoaeai 

• Geuuidurocat 

n Other iSneafYt 

9. VOLUME 
XX File Orawens) 
• Micnjntm Reel is) 
a Comouter Taoe Is) 
a Other iSneanr) 

15 
Numoer 

10. ANNUAL ACCUMULATION 
X6C File Orawer is) 

• MicroHm Reel Is) 
• Comouter Facets) 
a Other (Speary) 

Numoer 

11. FILE IS USED 

XX Caar G Weexiy a Montnty 

12. FILE BECOMES INACTIVE AFTER 

S F R RFTHW a Morantsi • Yeans) 
Numoer 

13- CURRENT LOCATIONfS) (Blag,. Floor, Roomi 
HERITAGE OFFICE COMPLEX 
2662 RIVA ROAD, 4th FLOOR 

14. IS RECORD SERIES DUPUCATED ELSEWHERE? (If yes. soeaiy agency or office) 

• Yes X3X No 

15. ACCESS RESTRICTIONS (If yes. ate lawis) 4 resuatmts) 

a Yes X5f No 

16. AUDIT REQUIREMENTS 

XX None a State a Feaerai a inoeoenoent 

17. IS AN INDEX SYSTEM USED? (If yes. exoan oneriy and 
J C A U P B any naitManssoftwvei 

a Yes Ytr No 

18. RECOMMENDED RETENTION 

RETAIN UNTIL DEVELOPMENT CYCLE COMPLETED. 

19. NAME ANO TTTLE OF PREPARER 

CONNIE AHLQUIST,Financial Analyst 
20. TELEPHONE NUMBER 

(410) 222-7588 
21. DATE 

10/06/94 



RO. BOX 275 • JESSUP. MARYLAND 20734 Paaa 7 or 8 

1. OEPARTUENT/AGENCT 

Public Works 
1 DIVISION 

Financial Services 
1 UNIT 

DEFINITION • Rtcordi Strttt • A grouo of rtttttd rtcordt normally flltd ind uita i t i unit for rtftrtnet i t wail i t rtUndon and dltootidoa aurgotM. 

4. RECORD SERIES TITLE 

Personnel 
5. EARLIEST YEAR / LATETEST YEAR 

FY 90 TO FY 94 

(. RECORD SERIES DESCRIPTION ( Bnefry oescrse tne lypes of informaticrvcccumerttsrtorms tcuna in me Senes Incuae me ourocse or funaion of me Senesi 

Files include information on personnel - e.g. job descriptions, information on any work 
related injury, and other miscellaneous data. 

7. RECORD SERIES FORMATS! 

o Letter See • Microfilm 

Jf, Legal See • Comouier Taoe 

• Sound SOCK • Fleecy Oisx 

a Audo Taoe a Video Taoe 

Q Other (Soearv) 

3. RECORD SERIES SEQUENCE 

>t3 AjDhaoacai 

• Numerical 

• ChJononMjif.v4l 

• Geograonical 

a Other (Soeary) 

9. VOLUME 
K File Orawerisl 
• Micrciitm Reel (s) 
• Comouier Taoe ts) 
• Other (Soeary) 

Numoer 19 Records 
10. ANNUAL ACCUMULATION 

• Flie (Drawer is) 
• Microfilm Reel (s) 
• Comouier Taoets) 
O Other (Soeary) N/A 

Numoer 

11. FILE IS USED 

2 Daift O Weekly X5 Montniv 

12. FILE BECOMES INACTIVE AFTER 

N/A a Montms) • Yeans) 
Numoer 

13. CURRENT L0CAT10NI5) (Bldg.. Fioor. Roomi 
Heritage Office Complex 
2662 Riva Road, 4th Floor 
MS 7403 

14. IS RECORD SERIES DUPUCATED ELSEWHERE? (If yes. soeaiy agency or office) 

• Yes X2C No 

15. ACCESS RESTRICTIONS (If yes. ate lawisi & reguauoms) 

Q Yes & No 

16. AUDIT REQUIREMENTS 

>J3 None 3 State • Feoerai a inoeoenoent 

17. IS AN INDEX SYSTEM USED? (If yes. exnam onefly ana 
any rarowarersortwarei 

18. RECOMMENDED RETENTION 

Permanent 
# No 

19. NAME AND TITLE OF PREPARER 

Carrie ̂ hlqaist, Financial Analyst 
20. TELEPHONE NUMBER 

(410) 222-7588 
it. DATE 

May 20, 1994 

nr. . « O J .f!l 


